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Go to webpage: http://fleet.utah.gov/services/surplus/default.htm

Click on “On-line SP-1 

Alternate web Address: http://surplus.utah.gov
www.utah.gov > utah government >state agencies > administrative services > surplus



Enter your DASID if you know it [shortcut for FINET string]

If you don’t know your DASID, you can search by the agency or org field or 
enter your customer name/department or agency name and sort through the 
possible names. Still can’t find, contact your accounting person for help



If the information in the DASID field, below, is correct, click on “Continue”

If the description in this field is not correct click on the arrow to find the right 
description for your agency.



Complete all fields

If you want Surplus to pick-up the property make sure the box below is 
checked. For other transactions use pull down menu to select transaction type

When this box is checked this form 
will retain all data entered to save 
you time on your next SP-1



Complete all required fields

Property location: If more than one location, submit separate SP-1



List all items to be surplused. Property condition is your best estimate. 
Original cost and estimated cost is helpful in determining resale value. If you 
don’t know leave blank. Once items have been listed click on 

If you are having to surplus many items or will be collecting items over 
several days, you may want to use the EXCEL spreadsheet option. See next 
page for special instruction



Set-up your EXCEL spreadsheet as indicated



This completes the SP-1 submittal. You may print a copy of the SP-1 at this 
point.

If you need to submit another at this SP-1, check the box below and click on  



Surplus Property System
On-line Client Report

Web-site Report for Client Convenience
Quick Look-up of Property Status

Print Capability for Additional SP-1 Copies
Agency Report for Purchases from Surplus [Accounts Receivable] 



http://fleet.utah.gov/services/surplus/default.htm

Click on reports



Click on “Property Distribution Document”



Sample

Fill in DASID [or FINET Doc#] & Fiscal Year field and submit.
You may also narrow down your search to a specific month within the FY.



Sample Invoice

Sample Report

The report format is shown below [Sample Report]
The report indicates the product number that appeared on your submitted SP-1 and 
invoice number which disposed of that product number.

A Sample Invoice [from the surplus system] is provided for your reference 
only.



If you have any additional questions, please feel free to call us at your 
convenience.

If you need us to walk you through the process we will be happy to do so.

447 West 13800 South, Draper UT. 84020
Phone: 801-619-7200, Fax: 801-619-7229

EMAIL: utahsurplus@utah.gov


